DI SPOSAL AUTHORI TY NC1-310-77-2

FI'S FI SCAL AFFAI RS

Ceneral correspondence and nateri al
relating to fiscal affairs too broad in
scope to be filed under specific

subj ect s bel ow.

FIS1 POLICY

Pol i cy, guidelines, regulations, and
requi renents covering all subjects

i ncl uded under this prinmary subject. |If
needed, subdivide by type or subject

of policy and cross-reference to
appropriate subject category.

* Retention Period *

(item 101a)
Oiginating office:

Destroy when 3 years ol d.

(item 101b)
Al'l other offices:

Destroy when 2 years ol d.

(item 102a)
Oiginating office-

Retire to Federal

Records Center (FRO

when 10 years ol d.

Destroy when 20 years ol d.

(item 102b)
Al other offices:
Destroy when super seded
or obsol ete.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



DI SPOSAL AUTHORI TY NC1-310-77-2

FIS 2 REPORTS AND STATI STI CS

General short-termreports covering all
subj ects included under this primary
subject. Case file by type of report as
necessary.

EXCEPT: (eneral Ledger and subsidiary
reports. See FIS 5.

a. Records copy of substantive reports,
such as annual summaries and conprehen-
sive non-recurring reports. Case file
special or one-time reports as needed.

b. Agency copy of above reports.

c. Conputer printout reports on fisca
affairs.

| ncl udes nonthly printout reports.

| ncl udes annual printout reports.

* Retention Period *

(item 103a)
Oiginating office:

Destroy when 3 years ol d.

(item 103b)
Al'l other offices:

Destroy when 2 years ol d.

(item 104a)
Oiginating office:

Retire to FRC when

3 years old. Destroy
when 20 years ol d.

(item 104b)
Al other offices:
Destroy when super seded
or obsol ete.

(item 105b)
Oiginating office:
Destroy when super seded
or obsol ete.

(item 105b)
Al'l other offices:

Destroy when 2 years ol d.

(item 106a)
Oiginating office:
Destroy when final report
is conpl eted or when
printouts cease to have
admni strative val ue, but
no |ater than 3 years,
whi chever is earlier.



DI SPOSAL AUTHORI TY NC1-310-77-2

FIS 2 (continued)

d. Al other reports.

FIS 2-1 Activity Reports

Summar zi es action or work perforned by
programor finance personnel.

FIS 3 COW TTEES, MEETI NGS

Commttees and neetings relating to
fiscal functions. Subdivide commttees
and neetings, if necessary, and show
nane and date span on fol der.

* Retention Period *

(item 106b)
Al'l other offices:

Dest roy when

(item 107a)
Oiginating office:

Dest roy when

(item 107b)
Al'l other offices:

Dest roy when

(item 108a)
Oiginating office:

Dest roy when

(item 108b)
Al'l other offices:

Dest roy when

(item 109a)
Oiginating office:

Destroy when 2
+[ ) Di sp. Aut h.

a)] +

(item 109b)
Al'l other offices:

Destroy when 2

years ol d.

years ol d.

years ol d.

years ol d.

years ol d.

years ol d.
GRS- 16- 8-

years ol d.

+[)Di sp. Auth. GRS-16-8-

a)] +

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED



DI SPOSAL AUTHORI TY NC1-310-77-2

FIS 3-1 Arrangenents

| ncl udes such material as neeting
arrangenents, invitations, extra copies
of agendas, accommodations, authority to
attend, workpapers, acceptances, and
regrets.

FI'S 4 APPROPRI ATI ON ALLOTMENT ACCOUNTI NG

Al l ot nent records, show ng status of
obligations and all otnents under each
aut hori zed appropri ation.

EXCEPT: Appropriation and all ot nent
synbol s and obj ect classification codes
See FI S 12.

GAO Site Audit Records: Vouchers, pay-
ment schedul es, invoices, trail bal ance,
bills and col |l ection schedul es, State-
ment of Transaction, and the |ike.

FIS 4-1 Ooligations

VWrk Plan Fol ders only. Subdivide by
accounting code and by object class if
necessary. Includes basic docunents
used in recording and accurnul ating obli -
gations, such as, purchase orders, reg-
uisitions, and travel vouchers. Min-
tain separate folders for |iquidated and
unl i qui dat ed obl i gati ons.

* Retention Period *

(item 110a)
Oiginating office:

Destroy when 1 year ol d.

(item 110b)
Al'l other offices:

Destroy when 1 year ol d.

(item 111a)
Oiginating office:
Destroy 5 years after
cl ose of fiscal year

(item 111b)
Al'l other offices:

Destroy when 2 years ol d.

(item 112a)
Oiginating office:

Retire to FRC when

3 years old. Destroy
6 years, 3 nonths after
the period of the
account .

(item 112b)
Al'l other offices:

N A

(item 113a)
Oiginating office:
Destroy 5 years after
['i qui dati on.

(item 113b)
Al'l other offices:

Destroy 5 years after
['i qui dati on.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



DI SPOSAL AUTHORI TY NC1-310-77-2

FIS 5 ACCRUAL ACCOUNTI NG

General correspondence relating to
accounting | edgers show ng debit and
credit entries and reflecting expendi -
tures in summary.

GAO Site Audit Records: Ceneral |edgers.

FIS 5-1 Accruals and Esti nmates

Material regarding admnistrative, pro-
j ect and non-proj ect expenses, repre-
senti ng supporting docunentation for

accrual liability reporting requirenent.

NOTE: Wen vol une warrants, establish
case file, or file by nonth as best
suits user's needs.

* Retention Period *

(item 115a)
Oiginating office:
Destroy 3 years after
close of fiscal year

(item 115b)
Al'l other offices:

Destroy when 2 years ol d.

(item 116a)
Oiginating office:

Retire to FRC when

3 years old. Destroy 6
years, 3 nonths after
the period of the
account .

(item 116b)
Al'l other offices:

N A

(item 117a)
Oiginating office:

Destroy when 2 years ol d.

(item 117b)
Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED



DI SPOSAL AUTHORI TY NC1-310-77-2

FIS 5-1 (continued)

GAO Site Audit Records.

FIS 6 PRQIECTS

Case file records and correspondence on

projects or surveys. |ncludes basic
docunentation and final report or other
substantive material. Show correct

title and date span of project.

EXAVMPLE: FIS 6 PRQIECT NO 00, Trust
Fund Control, FY 77.

Proj ect workpapers and draft reports.

* Retention Period *

(item 118a)
Oiginating office:

Retire to FRC when

3 years old. Destroy
6 years, 3 nonths after
the period of the
account .

(item 118b)
Al'l other offices:

N A

(item 119a)
Oiginating office:
Destroy 5 years after
conpl etion of project.

(item 119b)
Al'l other offices:
Destroy when no | onger
needed but no | onger
than 5 years after
conpl etion of project.

(item 121a)
Oiginating office:
Destroy 3 years
after conpl etion of
proj ect .

(item 121b)
Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



DI SPOSAL AUTHORI TY NC1-310-77-2

FIS 7 COST ACCOUNTI NG

Accounting records accumnul ated that show
data on the cost of Agency operations,
the direct and indirect costs of produc-
tion; and adm ni stration and performance
of program functions of the Agency.

FIS 8 TRUST FUNDS

Accounting records pertaining to trust
funds. Subdivide by specific trust
fund, or file under appropriate FIS
category as best suits user's needs.

GAO Site Audit Records.

* Retention Period *

(item 122a)
Oiginating office:

Destroy when 3 years ol d.

(item 122b)
Al'l other offices:

Destroy when 2 years ol d.

(item 123a)
Oiginating office:

Destroy when 3 years ol d.

(item 123b)
Al'l other offices:

Destroy when 2 years ol d.

(item 124a)
Oiginating office:
Retire to FRC when
3 years old. Destroy
6 years, 3 nonths after
the period of the
account .

(item 124b)
Al'l other offices:

N A

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



DI SPOSAL AUTHORI TY NC1-310-77-2

FIS 9 | MPREST FUNDS

Correspondence and appropriate forns
used for nonies set aside for energency
paynents, or paynents which do not ex-
ceed limts for which established.

FI'S 10 BILLI NG AND COLLECTI ON

Accounting records relating to the
availability, collection, custody, and
deposit of funds. |[If necessary, subdi-
vide by State.

GAO Site Audit Records.

* Retention Period *

(item 125a)
Oiginating office:
Destroy when 3 years
old after old.

(item 125b)
Al other offices:
Destroy when 2 years
ol d.

(item 126a)
Oiginating office:
Destroy when 3 years
old after collection.

(item 126b)
Al other offices:
Destroy when 2 years
old after collection.

(item 112a)
Oiginating office:

Retire to FRC when

3 years old. Destroy
6 years, 3 nonths after
the period of the
account .

(item 112b)
Al'l other offices:

N A

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



DI SPOSAL AUTHORI TY NC1-310-77-2

* Retention Period *

FIS 10-1 Debt Managenent - Delinquent Debts and Wite-Of of

Del i nquent Debts

Cor respondence rel ated to del i nquent
amounts owed to the Governnent and the
wite-off of those delinquent anounts.

FIS 10-2 Cedit Reports and Prescreening for
and G ants.

Correspondence related to credit reports
and prescreening of potential candi dates
for award of CGovernnent | oans,
contracts, and grants.

(item 1068a)
Oiginating office:
Destroy 3 years after
col |l ection of anounts
or wite-off date.
+[ (D sp. Auth. NI-
463-91-1)] +

(item 1068b)
Al other offices:
Destroy 3 years after
col l ection of anounts or
wite-off date.
+[ (D sp. Auth. NI-
463-91-1)] +

Loans, Contracts,

(item 1069a)
Oiginating office:
Destroy 3 years after
conpl etion of |oan
repaynment, and contract
and grant fulfillnment.
+[ (D sp. Auth. NI-
463-91-1)] +

(item 1069b)
Al'l other offices:
Destroy 3 years after
conpl etion of |oan
repayment, and contract
and grant fulfillnment.
+[ (D sp. Auth. NI-
463-91-1)] +

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



DI SPOSAL AUTHORI TY NC1-310-77-2

FIS 11 CLAI M5

Correspondence and supporting nateri al
relating to settlenment of clains by
APH' S, and agai nst APH S.

EXCEPT: Personnel copies of personnel
injury or death. See PER 16-1.

EXCEPT: Property copies of property |oss
(vehicles) or danmage. See PRP 13.

FIS 12 CODES AND SYMBOLS

Material relating to the issuing of or
i nformation concerning allotnent and
appropriation synbols, and object

cl assification codes.

FI'S 13 PROWT PAYMENT ACT OF 1982

Cor respondence related to the | egal
requi renents that executive departnents
and agenci es nmake paynents on tinme, pay
i nterest penalties when paynents are
|ate, and take discounts only when pay-
nments are nmade on or before the di scount
dat e.

* Retention Period *

(item 127a)
Oiginating office:
Destroy 3 years
after settlenent.

(item 127b)
Al other offices:
Destroy 2 years
after settl enent.

(item 128a)
Oiginating office:

Destroy when 3 years ol d.

(item 128b)
Al'l other offices:

Destroy when 2 years ol d.

(item 1070a)
Oiginating office:
Destroy 3 years after
final paynent is nade.
+[ (D sp. Auth. NI-
463-91-1)] +

(item 1070b)
Al'l other offices:

Destroy 3 years after
final paynent is nade.
+[ (D sp. Auth. NI-
463-91-1)] +

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991

10



DI SPOSAL AUTHORI TY NC1-310-77-2

* Retention Period *

FIS 13-1 Interest Penalties

(item 1071a)
Oiginating office:
Destroy 5 years after
penal ty paymnent.
+[ (D sp. Auth. NI-
463-91-1)] +

Correspondence related to interest
penal ties incurred due to the Pronpt
Paynment Act of 1982.

(item 1071b)
Al'l other offices:

Destroy 5 years after
penal ty paynent.

+[ (D sp. Auth. NI-
463-91-1)] +

FIS 13-2 Early Paynent D scounts
(item 1072a)
Oiginating office:
Cor respondence related to early paynent
di scounts taken in accordance with the Destroy 5 years after

i nvoi ce paid or
Pronpt Paynent Act of 1982. di scount ed.

+[ (D sp. Auth. NI-
463-91-1) ] +

(item 1072b)
Al'l other offices:

Destroy 5 years after
i nvoi ce paid or

di scount ed.

+[ (D sp. Auth. NI-
463-91-1)] +

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED
June, 1991 11
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FI'S 13-3 Public Funds

Material relating to APH S Form 94,
Record of Public Funds Received.

* Retention Period *

(item 1073a)
Oiginating office:
Destroy 3 years after
paynent is nade.
+[ (D sp. Auth. NI-
463-91-1)] +

(item 1073b)
Al'l other offices:

Destroy 3 years after
paynent is nade.

+[ (D sp. Auth. NI-
463-91-1)] +



